DOCOHENT BESOHE 



ED 197 16B 



CE 027 79B 



ROTH OB 

»T>T 

TNSTTTOTTON 

StsONS PGENCY 

EOPFI^O NO 
PDB DATE 
CONTRACT 
NOTE 



•pnTJe PPTCE 
DESCRTPTOPS 



I DENT It- 1 EPS 



Presto?, r : Eaan, B. 

Mour.tain Plains Learning Experience Guide: Marketing. 

Course: Merchandise D is-^ ribution Procedures. 

MCGntain-Plains Education and Econonic Development 

Program, Tr.c. , Glasgow RFB, Mont. 

Office of vocational and Adult Education (ED) , 

Washington, D.C. 

U93f1H9000B 

liar 7 5 

300-79-01 53 

IISp.j Not available in paper copy due to light 
print. For related documents, see CE 027 766 and CE 
027 796-30B. 

RFOI Plu? Postaqe. PC Not A.vailable from EDRS. 
Adult Education: *Business Education; Disadvantaged: 
^Distributive Education: Facility Inventory; Family 
Programs: *In dividualized Instruction: Instructional 
Materials: Learning Activities: Learning Modules; 
*Harketing; Merchandise Information; ^Merchandising : 
Postsecondary Education: Recordkeeping; Storage: 
Supplies: *Tr ansporta tion: Vocational Education 
Mountain Plains Program 



APS'^RAC'^ 

one of thirteen individualized courses included m a 
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performance activities. (LRA> 
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COuR:^E; 



OM PIIOCEDURES 



DESCRIPTION: 



This course covers v.'ne processing of v.v-rchaadl.se froir. the producer to the 
ultiinate c.onsvm-^r:. It Lncludes !,r.3 crucf 1 on in in i: erpret in g and completing 
the many docunienns nee.iied co process uierclian J i.se e, l-'iicleii t: ly and rapidly. 



RATIONALE: 



the DrocL-ssiug of rr.e.rchand.i se i.^ ^-.u integral :;ad essc-utial pr.rt ot the marketing 
and dlstrlbucioa art:a. Kaovrledg- correct m;r rch and f :^ c distribution procedures 
is naccGsarv in moi^t occupaticiis in l.^^lh vlio.l i ii: ^ aud retailing. 



PKEREQUISITES : 

Coimnuni cation skills at lavel E. 
Course 27.01 - The Distribution System. 



OBJECTIVE: 



Identify proceJu: ,s i;:ed to process merchandise opd cov^rectl:^ er.uer 
inforaation cn shiopinc, receiving: and purchci.-^e docunients. 



A resource list 1.. attached. 



Principa! Author(s): 



Preston , B . E^'iaii 
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GENERAL INSTRUGTIOMS : 

Complete each unit in this course as required lur ti\e occupational level you 
have chosenj as specified in the StudeiiL Work Plan. 

UNIT TITLES : 
.01 Shipping 

.02 Receiving, Cliecking and Marking 
. 03 S tockkeeping 

EVAI^gAT ION PRQCEDU P^: 

Score 80% or better on the course test, 

FOLLOW- THROUGH : 

Upon completing this course, contact the instructor and cHoCuss the next course 
to taks- 
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RESOUPXE LIST 



Princed Material s 

Physical Distnbutlon . Lawrence A. Waish, Gvegg Division/McGraw-Hill 
"Book Company, 1969. 

Receiv ing, Ch ecking and Marki ng. Keny P/itcfi, stributi ve Education 
Instructional Materials Laboratory, UniversiLy of Texas at Austin, 1972. 
Stock keeping . Pauline W. Burbrink, Distributive Education Instructional 
Materi al s Laboratory , University of Texas at Austin, 1972. 



Audio/Vi sua' 



Receivin; :j, Checking and Marking Merchandi se . I I'l t e r n a t i o n a 1 Film 
'Bureau, 1970. 



Equi pment 

Projector, 35 mm filmstrip, Si nger-Graflex or equivalent. 



Studont: 
Data: 



File Codo: 



27.02.O0.0O.A2-2 



Date Published: _ 8/5/75^ 




COUaSS POST TEST: ^illt'.CflArJDISF. DISTRIBUTION PROCEDURES 



27 .02 .01 .01 

, . Moving, handling, and storing goods frcr, p. od,.:cer- to user is called: 

a. physical distribu'.ion . 

b. consignment. 

c . common carrier . 
d. shipping. 

2. A prcKjuct tha, is available when and wh.re peo;>ie .van, iL trough physical 
distribution, has an added: 

a. efficiency. 

b. safety. 

c. convenience. 

d. value. 

3. The company .hat transports the shipment to its destination is called the: 

3. shipper. 

b. carrier. 

c. consignee. 

d. consigner. 

4. The company to whom the shipment is seni is caUod the: 

a . consigner . 

b. consignee . 

c. shipper. 

d. carrier. 

5. Warehousing is the process of scoring and: 

a. physical distribution . 

b. receiving department. 

c. protecting goods. 

d. consignee 
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27.02.01 .02 

6. The basic and most iniportan; Iranspor Ui lion aoci'rruMU is called the: 

a . bill of lac^ :!Vj . 

b . rnemoranclum . 

c. shipping order . 
d . freight, oil! . 

7. The second copy of a bill of l'^,ding is givers to: 

a . the carrier . 

b. the consignee . 

c . the shipper . 

d. the receiving depar ti-nenl . 

8. The criqinal copy of the biii of i^idir^j i:". y:v mi lo: 

a . the shipper . 

b . the carrier . 

c . the consignee . 

d . the warehouse department. 

9. What type of bill of lading used when the shipment is destined to a consignee 
who will pay for the shipment? 

a. a uniform government bill of lading 

b. a uniform order bill of lading 

c. a un;fc>^m ocean bill of ladir^g 

d. a uniform straight bill of lading 

10. The carrier uses a document to help it keep track of shipments m.ov ing over its 
routes; it is cai led a: 

a . bi II of lading . 

freight bill . 
c . wa y bin. 
d, an on-hand notice- 

27.02.01 .03 

11 , The largest obiecr used when packing and shipping is cailod a: 

a . container . 

b. box. 

c. carton, 
d . bag . 
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27 > 02 > 01 .03 (continued) 

12. 24 candy bars would be packed in a: 

a . bag . 

b. carton. 

c . box . 

d. container, 

13. Of the three types of packages discussed in "Shipping Containers , " the shipping 
and receiving clerk needs to be most familiar with various types of: 

a. bags. 

b. cartons. 

c. containers, 
d . boxes . 

14. For protecting fragile shipments, which type of fiberboard box is commonly used? 

a. plastic coated solid 

b. solid 

c. wax coated solid 

d. corrugated 

15. Regulations for classing boxes that wili be shipped by truck are found in the: 

a- Consignee's Waybill. 

b. Uniform Freight C lassification . 

c. Shipping Clerk's Handbill . 

d. National Motor Freight Classification. 

2 7.02.0 1 .04 

16. Which iyoe of carrier has nnc^£e regulations on it than ihe others? 

a. contract 

b. common 

c. private 

d. exen'ipt 

17. One-thurd of all motor freight tonnage; is handled by: 

a . private carriers . 

b, contract carriers. 

c. co:nmon carriers, 
d . ex em pt ca r r j e r s . 
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27 .02 .C . OU (continued) 

18. Which of the following carriers must cliarge a fixed rate, operate over fixed 
routes, and serve any shipper? 

a , contract carr iei 

b. coinnion cai-rier 

c . private carrier 
d . exempt carr ier 

19. The initials of an independent governiriont agency tiiat lias the power to regulate 
common carriers and freight forwarders engaged in interstate commerce are: 

a. FBI, 

b. LTL. 
c Tl... 
d . ICC . 

20. How many basic transportation factors are there when you are deciding which 
type of carrier you want to haul goods for you? 

a . 4 

b. 2 

c. 1 

d. 7 

27 .02 .01 .05 

21 . Providing pickup and delivery service for ihe smnll shiijp.-r is dnne by the: 

a . retai ler . 

b . truck companies . 

c. wholesaler. 

d. freight fcjrw£-' rder . 

22. Pickup and delivery service for small shippers with less than a full Iruckioad 
is called a: 

a . 1 ive-hau! . 

b. consignee. 

c. CL. 

d. Tl. 

23. Pipelines specialize in carrying liquid buii< i.^roducts, such as oil. T|-,e one 
carrier least suited to carrying bul'-. prc.lLK: ts ;s: 
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a . the pipeline 

b . the rai I . 

c. water. 
^ d . the truck. 
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27.02 .01 .05 (continued) 

2''4. TOFC sta/ids for: 

a. abbreviation for the foL.'r types uf transporia tion . 
b transportation office nnd freight center, 
c . interstate commerce r'e5::r iction agency . 
piggyback service 0\f^^ve6 by raifroads. 

25. Carriers tha-. special iz./ m consolidating LCL or LTL shipments of various ship- 
pers into CL or TL lots are: 

a . consignees. 

b. pipelines. 

c. freight forwarders, 
d . carload f reigfns . 

27.02 .02 .01 

26. Who supervises receiving, checking, and marking operations in the small store? 

a. any employee in the store 

b . receiving clerk 

c. manager 

d. traffic manager 

27. Who does not supervise receiving, checking, and n^Mrking operations in a large 
store? 

a . traffic manager 

b. receiving clerk 

c. manager 

d. receiving superintendent 

28. When a store li^i^ a warehouse or service center, goods is usually i^ot re- 
ceived thei^e? 

a . te^'n supplies 

b. furnjturs 

c . rsady-to-wear items 
d. hardware 

29. In large stores, one of the three generai layout ar-rarigements that may be used 
In 5 rsce' /ing depart-itent Is: 

a . storing closets . 

b . shelves . 

c. a stationary table layout. 

d. warehouses. 
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27 . 0? ■ 02 . 01 (contit^ueci ) 

30. To move merchandise in between floC'Ts in large ^-^tores what is used? 

a. vertical lifts 

b. elevators 

c . gravity chutc^s 

d . gravity conveyors 

27.02.02.02 

31 . Once the purchase requisition is signed, -'O vvhon^ do you serid it? 

a . to the retai !er 

b . to the whclessler 

c. to the shipping clerk 

d. to the purchasino ag-nt 

32. To whom do you ::>-nd trie completed purchase order? 

a. to the purchasing agent 

b- to the manager for final approval 

c . to the vendor 

d. to the receiving agent 

33. To whom v/i 1 1 the warehouse manager give the stock requisition^ 

a . to the carrier 

b. to the vendor 

c- 'o the materia! handler 
d. to the store manager 

34. When neither the invoice nor the order form is given to the checkrr when unpack- 
ing merchandise, this type of check is called: 

a . direct check . 

b. blind check. 

c . quality check . 

d. packing slip check. 

35. Which function below not par i oT th^:: fu-iction of tr-e checking r<-om in a lar ge 
store? 

a. receiving boxes 

b. opening boxes 

c. checking merchandise 

d. mar' king merchandise 
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36. v"h-u package shouid ih^ c-'\'^:c':\\\ rouii. u[:>k:'^ ::r-s\ v/iion a bunch comes irj? 

:j . it doesn't matter vvhicr) o:^^. ir> or>o!ii'Ci rirst 

I'i'ie lar'Cjest Oi'.e. 
L . The smallest one. 

■"' one v\ iiM 'nepacKinc; s in.; 0!i:.:U.)s:,;: . 

shipivienl or goods is shiop::^! '-jy - -icjh!: :.:id iSo: ' :> ^ shortage, claiins for 
■\ r: sl-'Ortaqe vvoi.tld first, go to the: 

] . Carrier . 
shipper . 
consignee . 

iyone of the ih^'-c^: . 

■ ■ .- cj Cia^-O for '.-•iv: es .;i >:;;!.: !;. v/^^O.' .iC!:' 

a . From the waybi I i . 

h. From the bii; of lading. 

^-rom the packing sSip. 

From the invoice. 

';<■■■::[ Ixind of a fcro^ !S used for cred^l or f e^Mrn of c^of^ds to Wm: veiidor^ 

Report form , 

:. Cf;arge back forin. 
3:'l of ladii^g . 

■--rore using o e:.M-Uj ! r k'i* ;;\ei h-j^ Ol-.:;:"^ .js^d oomi :.: ]j] v^'/ioo^. shipir-.u. yo"i L("u.(d< 

i\o^ t?'''e CL:r'0-:o: y-oe tc d^nd it. 

: ..r Pi ^-1' ;-,^o.'...rv c>^ oid i^hipping n"^o=--'..s . 

'L s'.^ 'f Mv^ ^.h^ooor Vr'" d -^r^'j; this ki^'^d of a bo.. 

^Oi-'; du-, du; i^:^-d.e d: :m .\oo r-ol'.!«!d o;;, riv-i'c!-.or:di--: 



:t. : n . 7 5 

b. :^S.7i^ 

c. S^i.'^^ 

d. 1/7 0^*3 



EKLC 



12 



Page 8 



27.02.00.00.A2-2 



27.02.02>04 (continued) 

m. One type of rubber stamp is: 

a. squared. 

b. raised. 

c. band, 

d. egged. 

43. The idea! ticket for marking shirts, jackets, suits, and other garments is the: 

a . folding pin ticket . 

b . gum ticket. 

c. hole ticket. 

d . r ing seal ticket. 

44. Which item below is not a reason for reniarid::M merchiand ise/ 

a. When merchandise is moved on the selling floor. 

b. Returned merchandise, 
c . Mark downs . 

d. Markups. 

45. In large stores, when a price change occurs in the merchandise, a report is 
fi lied out by the: 

a . store manager . 

b. buyer. 

c. general manager. 

d. department supervisor. 

27.02.03, 01 

46. The term that refers to tl^e handling of merchandise within the store and moving 
it from ont:: place lo another as ^jeoded is: 

a. stockkeeping . 

b. marking. 

c. receiving. 

d. shipping. 

47. One type of outflow of merchandise that the buyer- supervises and authorizes is: 

a. transfer of gocdr. to Bi^oKhor departmor^t for soiling. 

b. fast moving goods, 
c . reserve stock . 

d, warehouse stock. 
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27. 02. 03. 01 (conlinueu) 

48. When a stockroom is located in a small room along Mie outside walls of the store, 
this is called: 

a. a decentralized stockroom. 

b. a centralized stockroom. 

c. a receiving stockroom. 

d. a marking stockroom. 

49. For ease in moving merchandise, a stockroomi should be placed so as to move 
merchandise i n a: 

a . one-way plan . 

b . tv,^-way plan . 

c. cross traffic plan. 

d. small confined stockroom. 

50. The n 5t common piece of equipment fo!- rr;ovong boxes and bales of merchandise 
in a retail store is the: 

a. two-wheeled truck. 

b. rour-wheelec truck. 

c. conveyor truck . 
d . movable table. 

2 7.02.03.02 

51. The location of the fast moving items is. 

a. in the department that it belongs in on the seMing floor, 

b . on the top shelves . 

c. in movable baskets and tables. 

d. in the lov/or lines or near the aisles. 

52. Space ir. a :;t room is mo si --rlcien'Ay used with; 

a . movable lines . 

b . stationary tables . 

c. adjustable slielvos. 
d . trucks and d<.'llies . 

53. Why should merchandise be given adoiiuate spi'^ce when stor;rtg ii. c: s-:ockr oor7i? 

a. "^o p^revent dam-age v-nen overs ■':^';ino . 
b . To prevent a fire hazard . 

d. To be abie to keco trac-; oi how ^'v.r - ■ '.' -r ' i )cj i se po^".- :i . 
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27.02.03.02 (continued) 

54. What percent of any s'core's accidents could be rivoided if management and the 
workers were more safety conscious? 

a. 2%. 
.b. 50%. 

c. 80%. 

d. 100%. 

55. The most important rule lo ke-p \u rninu when lifting is to: 

leg muscles . 
back mu 5c!es . 
arm muscles. 

arm and back m.i.,iscles 

27.02.03.03 

56. The ralationahip between slocks and saies in dollar stocks control is usually 
checked 3t: 

a. semi-annuai intervals. 

b. monthly intervals. 

c. annua! intervals . 

d. weekly Intervals. 

57. How many general types of work control are there? 

a. Twenty. 

b. Two. 

c. Fifteen, 
d . Five . 

53. Most stores tak-^j a physical ir.x'er^tory of the merchaMdise in stock -t least: 

a . once a year . 

b. four times a year, 
c . tv/ice a year . 

d. three times a year. 

5e . The system, which will not detect stock shortages is: 

a. dissection or classification of .a department. 

b. periodic inventory and sales eruilysis. 

r metTiOd hased on tho i.:'jc- or duo-' ."'-^ r j.- l-i-., i , 

d. mexhoQ based op th-:: use ol' duowc'^:?: r ^-r:^^ ; ^ ■ :cnT . 



a . u i^e 

b . use 

c . use 
d . use 
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27.02.03. 03 (continued) 

60 The method that differs from all others of stock control in that it endeavors to 

trace each piece of merchandise and record Ihe successive steps in its handling 
from the time tl-,e order is placed until the order is sold is: 



a. sales analysis stock control . 

b. miode! or basic stock concro;. 

c. unit control . 

d. dissection or classification control. 
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COURSE PRETEST ANSWER KEY: !vlERCH/\i'>iDISE DISTRIBUTION PROCEDURES 



Occupational Area: 
File Coda: 
Name; 



27.02.00.00.A2-2 



02.01 .01 



^ 02. 01 .02 



1- B_ 

2. cl_ 

3. b_ 



4. b_ 



6. 
7. 

8. 
9. 
10. 

7.02.01.03 11. 

12. 
13. 
14. 
15. 

57.02.01.04 16. 

i 7 . 
18. 

^\). 

211. 



b_ 

d 

d_ 

d 



b 
d 



27.02.01 .05 



27.02.02.01 



27.02.02.02 



27.02.02.03 



ANSWE RS 

21. d 

22. a 

23. d 

24. d 

25. c__. 

26 . c 

27. c 

28. c._ 

29. c__ 

30. a _ 
2\ . d _ 
32 . c_ 

33. c„ 

34 . t)_ 

35. a„ 
3S . d_ 
37. b 
.3H. '^^ 
■111. 

'1 . 



27 . 02 . 02 . 04 41 . a_ 

42. c 

■id. d. 

44. a 



27.02.03.0? 



!5. b 



27. 02. U3. 01 46. c. 



47. a 



48. b 



49. a 
r)0 . d_ 

27.02,03.02 :,1 . d 

52 . c 

53 . a_ 
5^ . c 



Si;, 

f,-. d 
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Occupational Area: 
File Coda: 
Name : 
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ANSWKRS 



. 02. 01 . 0' 



.02. 01 . 



2 7 . 0 i . l.M . J 5 



27.02.02,0! 



27.02 .02.02 



23. u 

2 4 . d_ 

25. c 

26. c. 

27. c_ 
»^8. c 



30 . 



'5 5- 

33. c_ 

34. 'o 



. !);■' . 02 . on 'IT . .J 

42. c 

'}3. Li_ 

45. 1.. 

46. c_ 

47. a. 

4 n . !-.. 

'li). ;! 



27.02.03 ■)! 



,•'7.02. 0 . (.) I 



>A\. ci 



7.02.0 I .0-. 



d 



27. 02.02 ,0: 



2 7.0^ 



1 >, 



•1 ( i . 'J- 
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COURSE TEST ANSWER SHEET 



Occupational Area: 
Fils Code: 
Nams: 

Family Pay Number 



PRE ft PO.c^T 



0201 



02 



03 



04 



1- A 

2. D 

5. B 
4. B 

. C 

6. A 

7. A 

8. C 

9. D 
i 0 . C 

11. A 

12. B 

13. D 

14. D 

15. D 
18. B 
17. C 
1 R. S 

in. 
v.n. 



27.02.00.00 A2-2 



ANSWERS 



05 



21. D 



Vi. A 



23. D 



D 



25. n 



0202 



26. C 



27. C_ 

28. C 



02 



03 



29. C_ 

30. A 

31. D_ 

32. C_ 

33. C 

34. B_ 

35. A_ 
36. 

37 . B_ 

38. D 



Sex M F (Circle 1) 



04 



0203 



0^ 



0-3 



nn. 



B 



41 . A. 

42. C. 

43. D. 

44. A. 

45. B. 

46. C. 

47. A. 

48. B 

49. A 

50. D. 
51 . D. 
52. C 



53 . A 



54 . c 
55. A 
5t) . B 
57 . D 
SR. C 
.5') . A 
i;;) C 
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File Code; 

Date Published: -^^^ 



R.^TIONALE : 



Knowledge of the procedures used in processing merchandise for shipment is 
nee^-ied by certain marketing employees so merchandise will be tran.sported 
efficiently and rapidly to the purcha^.^^:! 



PP^PJrlQUISITES : 

Connnuni cation skills at Level E. 

I'J-sntify the procedures used co prepare merchandisa for shipping. Correctly 
enter necessary information on shipping documents. 



PxESOuRCSS : 

::^hysicel distribution , Lawrence A. Walsii > Gregg Dl v'lsi on/McGraw-Hill Book Co., 
1569 . 



Coii::.- -L'.^ t^ all per "oii-iance activities ;.n thi.j ^.sitl , T ihe the uni u i.' 



, 0 1 Trajrisport.ir.io'n lerniinolc^} 

.02 iransporrt at iori Documents 

. 0 i Sh.ipnir.g Containers 

.OA Motor Carrie.rs 

.05 Non-Mouor Carri-rs 



ElVALfJATIOi;^ PROCEDURE: 



Score 80?; or better on mu' ij'ie- CriO 'c-a unii test and aief£ L o:)je:tM-t^3 
l isted on ■i:h<i p^rfoniiai^ce tsst, 

' 0:.. LO";^ ' . J * 



Go to the first assi'jnec: LA?. 
^Principal Author(s): T. Preston, 3. Eg::n 
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Student: 



File Codo: 27 , 02 , 01 . OQ. A2-2 



Data: Date Pubifsf.od: 




UN!T PRETEST: SMlPPiNG 



1 

A '.j'^ocJ'.JCt ifiat is availcible wiier. and wher^^ poop!o vvoiv. it. through pf^ysical 



:: . ccnsignee . 
b. common carrier, 
. shipper . 

or i vat :i ca rr ier . 

"Tne company thai iransports the shiprn-nt to its d^sl iria li-.M is C'nU-:d the: 

:i . shipper . 

. car r- ier . 
c consignee, 
•d . '^onsig^ier . 

vr.rehsOLisi ng :s the process of stoi^ing and: 

i- onvsiced diSwribulion . 
':, . r c.-^-^d ■/ ' no d'jQartme nt . 

pr-jLtjC d ng goods . 
d . ccj-nsigriee . 

■//r;<-n a '//arehouse begins 'o serve suich fur^ctior^s as c-.dd c!k' i^'Vj -j- • 
;:-,g t^-:c : l: orr. v-r ^ ^ nu):':ev. :L is procw-riy cailed a: 

.,1 . comr-ion ca i r ier . 

b. receiving department . 

c . warehouse . 

d. Ciistribudon zenter . 
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27.02.01 .02 

6. Who selects an appropriate carrier to hau! a shipment? 

a. consignee 

b. shipping clerk 

c. receiving department 

d. consigner 

7. How many copies must a bill of lading have? 

a. 2 

b. 3 . 

c. 1 

d. 4 

8. A uniform straight bill of lading is printed on what coior of paper? 

a. pink 

b. yellow 

c. white 

d. blue 

9. The carrier uses a document to help it keep track of shipments moving over 
its routes; it is called a: 

a . bill of lading . 

b. freight bill. 

c. waybill. 

d. anon-hand notice. 

10. Numbers assigned in progressive series to waybills are: 

a. sequence numbers. 

b. subsequent numbers, 
c . PRA numbers . 

d . can numbers . 

27 .02 .01 .03 

11 . The largesL cbjei^t lised when pockiny c /ivi shippii^y is cdllr:: .i. 

a. container. 

b. box. 

c. carton. 
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27 .02.01 .03 (continued) 

12. Box measurements are stated by using three numbers. The first number is the: 

a . interior length . 
b. exterior length, 
c . exterior width . 
d . interior width . 

13. One of the following sta'.ments sl20ulrj not appiy to storing empty boxes. Select 
the appropriate statement. 

a . store empty boxes in a dry place 

b. always keep boxes off the ground on chocks 

c . stack boxes one atop of the other 

d. store boxes in an unhealed warehouse 

in. Box numbers are stated by using three numbers. The secor.ci number refers to 
the: 

a . exterior length, 
b. interior width, 
c . interior length . 
d . exterior width. 

15. Regulations for classing boxes that will be shipped by truck are found in tne: 

a. Consignee's Waybill . 

b. Uniform Fr-ight Classification. 

c. Shipping Clerk's Handbill. 

d. National Motor Freight Classification . 

27 .02.01 .0 4 

16. Which type ov carrier has rnoi-^ regulations on it than the o^.hers? 

a . contract 

b. common 

c. private 

d . exempt 

17. Fifty years ago the only practical way to transport large shipmenis over lund 
was by. 

a. truck. 

b. horses. 

c. railroad. 

d. airplane. 
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1 0^ (coniiniiodj 

ight carried between states pencrally is dorie by: 

interstate carriers . 
intrastate carriers, 
short-hau! trucking companies, 
or ivcite carr iers . 

initials of an independent yovernment agency that has the power tc regulate 
inioM carr iers and freight Torvvai-J^rs ^^ngcijeci in intorsiaUf conmierce ar(- 

FSl . 
LTL. 

' L 

■" 

• r.:ar>y bas-c transp(.rU:iion f.acK.i s ar o liiere yr.i are deciding wfiich 

)e of carrier you want tc haul goods for you? 

2 

1 



0 ; .05 

..vkiir.g pickup and cehvery service tor tlie s\r^iA\ ii./.ii-pwr \i dt.i.j hy 

elaiier . 
'.'^u.-:. k coiii panics . 

, - - :<. ■ !■ -.w-v sr:^v:c e s^'Oc;!? shipf^^i's wllrt ihai; \ ^i;': Ji '-' 

i ivc -hau' . 
ccrisiy nee . 



ipelines SQeciahze in carrying hquid l;u5k products . sucri 
-jrrier .easl suited ["j carryiivj bui!^ ;^r-.ducis is 

' h o i ' ' n e . 
:ne ."ad . 

the truck . 
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27 ■ (; 2 ■ Q ' .Op (continued) 

. OFC stands for: 

c: dobreviation Tor the fo'jr ^vfjos iif tr-an^poi'-i liiM'i . 
transportation office and freight center, 
iiiterstate commerce r^-s- r icno ov,*<.:ncv 
: pigayocuJ: ^v^rvice off(:reci by • : . ^, . 

: -f^wjrs *.hat speciah>e in consol * ■..Ci_. LTL sh!->ni^'!!ts of var'cnis 
J p^rs into CL c.n- i L lots ai e: 

c n s I Cj r"i f J 6 s . 
>i pel i lies 

freight forweirders . 
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Leariiieig A€te¥ity Pack; 



PERF0R^i1ANCH ACTiVlTY: 



StudkJnt: 

Date: 

T r a n B p o r L a u i 0 n T e rti i i n o .1 o g y 



OBJECTIVE : 

Identify the definitions of the most comnioriiy -jsed tevrns in the transportation 
industry. 

EVALUATION PRDCEDUIIES : 

Coinplete a s tudent-^corad multiple-choice, objective ties^. Successful completion 
is eight out of ten items. 

RESQUB.CES : 

Ph ysical Distribution , VJalsh, 1969. 

* 

PROCEPTJRE : 

1. Obtain a copy o£ the taxt and go to ycur study area. 

2. P£ad pages through 6. 

3. Answer questions 1 through 8 at the baf:toru of page 7 on a separate sheet of 
paper. 

4. Turn in your answer sheet to the instructor. 

5. Eatum th-^ text. 

6. Take the LAP test after completion of this LAP and LAP 27.0:-;. 01.02 
"Transportation Documents." Correct all errors. 

7. If the assignment is successfully completed, proceed to "'la next LAP. 



Principal' Au-ihor(s5: T. Preston, B. Egan 
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LAP TEST: TRANSPORTATION TERMINOLOGY/DOCUMENTS 



27.02.01 .01 

1 . Moving, handling, and storing goods from producer to user is called: 

a. physical distribution. 

b. consignment. 

c . common carrier . 
d . shipping . 

2. The company that ships or sends out the goods is called the: 

a . consignee . 

b. common carrier . 

c. shipper. 

d . private carrier . 

3. The company that transports the shipment to its destination is called the: 

a. shipper. 

b. carrier. 

c. consignee. 

d. consigner. 

n. Warehousing is the process of storing and: 

a. physical distribution. 

b. receiving department. 

c . protecting goods, 
d . consignee . 

5. When a warehouse begins to serve such functions as credit checkirg and collect- 
ing the customer's money, it is properly called a: 

a . common carrier . 

b. receiving department. 

c. warehouse. 

d. distribution center. 
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27.02.01 .02 

6. Who selects an appropriate carrier to haul a shipment? 

a. consignee 

b. shipping clerk 

c. receiving department 

d. consigner 

7. How many copies must a bill of lading have? 

a. 2 

b. 3 

c . 1 

d . ^ 

8. The second copy of a bill of lading is given to: 

a . the carrier . 

b. the consignee. 

c. the shipper. 

d. the receiving department. 

9. The original copy of a bill of lading is given to: 

a . the shipper . 

b. the carrier . 

c . the consignee . 

d. the warehouse department. 

10. A uniform straight bill of lading is printed on what color of paper? 

a. pink 

b. yellow 

c. white 

d. blue 
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File Code: 



Date Pcdiijhed: '^I'^T If^ 

Learr^ing Activity Package 

Student: 

Dato: 

PERFORMANCE ACT3Vn"V: Transportati on Docu m ents 



OBJECTIVE : 

identify the purposes of the following transportation dociinients : bill of lading, 
waybill, freight bill, arrival notice. 

EVALUATION PROCEDURE : 

Complete a e tudent-s cored raultiple-choice objective test. Successful completion 

Is eight out of ten itenis. 




RESOURCES : 

Physical Dia trlbution , Walsh ^ 
Blank Bill of Lading (in file 



1969. 

drawer, with this LAP sheet) . 



PROCEDURE : 

1. Obtain a copy of the text and read pages 31 through 41. 

2, Neatly answer questions 1 through 10 at the top of page 42, and questions 1 
and 2 at the bottom of page 42 on a separate sheet of paper. 

3, Using Che inf orination given at the top of page 38, complete t:he blank Bill of 
Lading provided with this LAP. 

4. Turn in answer aheet and i»ill of Lading to in5::ructor. 

5, Take the LAP test. Correct 311 errors. 

6. If Quccessfuliy completed, proceed to the next LAP. 



Principai Authof(s): '-^^ Preston, B. Egan 

3.9 



27.02.01 .01 .A2-2 
27 .02 .01 .02 .A2-2 



LAP TEST ANSWER KEY: TRANSPORTATION TERMINOLOGY/DOCUMENTS 



LAP 01 



1 . 


a 


2. 


c 


3. 


b 


4. 


c 


5 . 


d 


5 . 


b 


7 . 


b 


8. 


a 


9. 


c 


10. 


c 
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OBJECTIVE ; 

Identify the types and characteristics of inner and outer packaging materials 
in ^ich merchandise Is shipped. 

EVALUATION ? RO C c DU^RE 

Con?>lcte a 8tudent-8 cored multiple-choice objective test. Successful completion 
is el^ht out of ren itenis. 

RESOURCES : 

Phyaical Dig tribution , Walsh, 1969. 
PBQCEDUBE : 

1. Obtain a copy of the text ..,^x^al Distribution . 

2. Read pages 91 through 97, 

3. Answer questions 1 thru 9 at the top of page 98, and questicus 1, 3, A, 5, 
and 6 at the bottom of page 98 on a separate sheet: of paper, 

4. Turn in your answer sheet to the instructor. 

5. Return text. 

6. Take the combined LAP test after completion of LAPs 27.02.01.04 and 27. 02-01. 05- 

7. Tf assigriment is successfully completed, continue on rc T.he next LAP. 



Principal AuthOf(3): T. Preston, B. Egan 



File Code: 27.02,01>OA. Bm) 




OBJECTIVE ; 

identify the role of Motor Carriers, and their basic transportation factors. 
EVALUATION PROCEDURE : 

CotJtplote a atudent-ocorad inulti pie- choice objective test. Successful completion 

is ei^ht out of ten items. 

RESOURCES : 

Physical Distribution , Walsh, 1969. 

■ 

PROCEDURE : 

1. Obtain a copy of the text and go to your study area. 

2. Read pages 59 through 6A, 

3. Answer questions 1 through 8 on the bottom of page 65, and questions 
2, 3, 4, 6, and 8 on page 66 on a separate sheet of paper. 

A. Turn in your answer sheet to the instructor. 

5. Saturn th^ taxt. 

6. Take the combined LAP test after completion of LAPs 27.02,01.03 and 
27.02.01.05. Correct all errors, 

7. If the assignment is successfully completed, proceed to the next LAP. 



Principal Atsthor{8): T. Preston, B, Egan 
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27.02.01.05.A2-0 

3/17/75 



Student: 
Date: _ 



PERFORMANCE ACTIVJTY: Non-Motor Carriers 



OBJECTIVE: 



Identify the different types of Non-Motor carriers and define the roles of each« 



EVALUATION PROCEDURE : 

Conplete a student-scored multiple- choice objective test, 
1s eight out of ten items. 



Success f\xl completion 



RESOURCES : 

Physical Distribution , Walsh^ 1969. 
PROCEDURE : 

1. Obtain a copy of the text and go to your study area. 

2. Read pages 69 through 76. 

3. Answer questions 1 through 10 at the bottom of page 77, and questions 2, 3, 
5, and 9 on page 78 on a separate sheet of paper. 

4. Turn in your answer sheet to the inscructor. 

5. Hetum the text. 

6. Take the combined LAP test after completion of this LAP and LAPs 27.02.01.03 
and 27.02.01.04. Correct all errors. 



7. If the assignment 1s successfully completed, proceed to the next unit. 



Principai Author (s): Preston, B. Sg^an 
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Dote: Date Publithfid: 9/18/75 




LAP TEST: SHIPPING CONTAINERS AND MOTOR/NON-MOTOR 



CARRIERS 



27.02.01 .03 



1 . Of the three types of packages discussed in ^'Shipping Containers," the shipping 
and receiving clerk needs to be most familiar with various types of: 



a. bags. 

b. cartons. 

c. containers. 

d. boxes. 

2. For protecting fragile shipments, which type of fiberboard box is commonly used? 

a. plastic coated solid 

b. solid 

c . wax coated solid 
d. corrugated. 

3. One of the following statements should not apply to storing empty boxes. Select 
the appropriate statement. 

a. store empty boxes in a dry place 

b. always keep boxes off the ground on chocks 
c . stack boxes one atop of the other 

d. store boxes in an unhealed warehouse 

Box numbers are stated by using three numbers. The second number refers to 
the: 



a . exterior length. 

b. interior width. 

c. interior length, 
d . exterior width. 



27.02>01 .04 

5. Which type of carrier has more regulations on it than the others? 




a. contract 

b. common 

c. private 

d. exempt 
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27.02 .01 .04 (continued) 

6. One-third of all motor freight tonnage is handled by: 

a . private carriers. 

b. contract carriers. 

c. common carriers, 
d . exempt carriers . 

7. Fifty years ago the only practical way to transport large shipments over land 
was by: 

a. truck. 

b. horses. 

c. railroad. 

d. airplane. 

8. The initials of an independent government agency that has the power to regulate 
common carriers and freight forwarders engaged in interstate commerce are: 

a. FBI. 

b. LTL. 

c. TL. 

d. ICC. 

27.02.01 .05 

9. Pickup and delivery service for small shippers with iess than a full truckload 
is called a: 

a. l1r».--hQu1. 

b. consignee. 

c. CL. 

d. TL. 

10. Pipelines specialize in carrying liquid bulk products, such as oil. The one 
carrier least suited to carrying bulk products is: 

a . the pipeline. 

b. the rail . 

c. water. 

d . the truck. 
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LAP TEST ANSWER KEY: SHIPPING CONTAINERS AND 

MOTOR/NON-MOTOR CARRIERS 



LAP 03 1 . 

2. 

3. 



d 

d 
d 
b 



L^P 04 5 . 

6. 

7 

8 



b 
c 
c 
d 



LAP 05 9. 
10 



a 
d 
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RIe Code: 



27,02.01 .00,62-2 
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Date Published: 9/18/75 




UNIT POST TEST: SHIPPING 



27.02.01 .01 

1. Moving, handling, and storing goods from producer to user is called: 

a. physical distribution. 

b. consignment, 

c. common carrier, 
d . shipping . 

2. A product that is available when and where people want it, through physical 
distribution, has an added: 

a. efficiency. 

b. safety. 

c. convenience. 

d. value. 

3. The company to whom the shipment is sent is called the: 

a. consigner. 

b. consignee. 

c. shipper,^ 

d. carrier. 

a. Warehousing is the process of storing and: 

a. physical distribution. 

b. receiving department. 

c. protecting goods. 

d. consignee. 

5. When a warehouse begins to serve such functions as credit checking and collect- 
ing the customer's money, it is properly called a: 

a. common carrier . 

b. receiving department. 

c. warehouse. 

d. distribution center. 
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27.02,01 .02 

6. The basic and most important transportation document is called the: 

a . bil I of lading . 

b. memorandum. 

c. shipping order. 

d. freight bill . 

7. What type of bill of lading is used when the shipment is destined to a consignee 
who will pay for the shipment? 

a. a uniform government bill of lading 

b. a uniform order bill of lading 

c. a uniform ocean bill of lading 

d. a uniform straight bill of iadinq 

8. The carrier uses a document to help it keep track of shipments moving over its 
routes; it is called a: 

a . bil ! of lading . 

b. freight bill . 

c . way bill . 

d. an on-hand notice. 

9. A document used only rarely when the carrier cannot make delivery of goods 
is cal led a (n) : 

a . way bill . 

b. freight bill, 

c . bill of lading . 

d. on-hand notice. 

10. Numbers assigned in progressive series to way bills are: 

a. sequence numbers. 

b. subsequent numbers. 

c. PR} a^ers, 

d . can numbers. 

27.02.01 .03 

11 . The largest object used when packing and shipping is called a: 

a. container. 

b. box . 

c. carton. 

d. bag. 
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27.02,01 .03 (continued) 

12. 24 candy bars would be packed in a: 

a . bag . 

b. carton. 

c . box . 

d. container. 

13. Box measurements are stated by using three numbers. The first number is the: 

a. interior length. 

b. exterior length. 

c. exterior width. 

d . interior width. 

14. Box numbers are stated by using three numbers. The second number refers to 
the: 

a. exterior length. 

b. interior width. 

c. Interior length. 

d . exterior width. 

15. Regulations for classing boxes that will be shipped by truck are found In the: 

a. Consignee's Waybill. 

b. Uniform Freight Classification . 

c. Shipping Clerk's Handbill. 

d. National Motor Freight Classification. 

27.02.01 .04 

16. Fifty years ago the only practical way to transport large shipments over land 
was by: 

a. truck. 

b. horses. 

c . railroad . 

d. airplane. 

17. V/hich of the following carriers must charge a fixed rate, operate over fixed 
routes, and serve any shipper? 

a . contract carrier 

b. common carrier 

c . private carrier 

d. exempt carrier 
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27 .02.01 .04 (continued) 

18. Freight carried between states generally is done by: 

a. interstate carriers. 

b. intrastate car riers . 

c. short-haul trucking companies. 

d. private carriers . 

19. The initials of an independent government agency that has the power to regulate 
common carriers and freight forwarders engaged in interstate commerce are: 

a. FBI. 

b. LTL. 

c. TL. 

d. ICC. 

20. How many basic transportation factors are there when you are deciding which 
type of carrier you v/ant to haul goods for you? 

a. 4 

b. 2 

c. 1 

d. 7 

27.02.01 .05 

21. Providing pickup and delivery service for the small shipper is done by the: 

a. retailer. 

b. truck CO ipanies. 

c. wholesaler. 

d. freight forwarder . 

22. Pickup and delivery service for small shippers with less than a full truckload 
is called a: 

a. lirie-haul. 

b. consignee. 

c. CL. 

d. TL. 

23. Pipelines specialize in carrying liquid bulk products, such as oil. The one 
carrier least suited to carrying bulk products is: 

a . the pipel ine . 

b. the rai I . 

c. water. 

d . the truck . 
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27.02.01 .05 (continued) 

24. TOFC stands for: 

a. abbreviation for the four types of transportation. 

b. transportation office and freight center. 

c. interstate commerce restriction agency. 

d. piggyback service offered by railroads. 

25. Carriers that specialize in consolidating LCL or LTL shipments of various ship- 
pers into CL or TL tots are: 

a. consignees. 

b. pipelines. 

c. freight forwarders, 
d . ' carload freights. 
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UNIT TEST ANSWER SHEET 

(Unit Post Test Answer Key) 

Occupational Area: 



ANSWERS 

•02.01.01 1. a 27.02.01.05 21. ^ 41 

2- d 22. a 42 

3- b 23. d 43 

4- c 24. d 44 

5. d 25. c 45 

.02.01.02 6. a 28. 46 

7. d 27. 47 

8. c 28. 48 

9. d 29. 49 

10. c 30. 50 

02 0103 u a 31. 51 

12. b 32. 52 

13. a 33. 53 

14. b 34. 54 

15. d 35. 55 

.02.01.04 16. c 36. 56 

17. b 37. 57 

18. a 38. 58 

19. d 39. 59 

20. 3 40. GO 
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FUtCoda: 



27.02.02.(K).A2-1 




□at* Publish«d: 



UNIT: RECEIVING, CHECKING, AND MAJKING 



RATIONALE; 



Merchandise received from vendors must be quantity and quality checked to en- 
sure that a business is receiving exactly what was ordered. Merchandise oust 
be priced accurately and clearly to assist customers in shopping. 

PREREQUISITES; 

Communication skills on Level E. 
OBJBCTIVE ; 

Identify the types of procedures used In receiving, checking, and laarklng 
n»rchan4lM for resale. Correctly enter 1 nf orRwtl on on purchase and 
rt€«tv1n^ docunents. 



Physical Distribution . Lawrence A. Walsh, (iregg DIvlslon/McGraw-Hllli Book 
Co., 1969. 

Receiving. Checking, and Marking . Kelly Ritch, Distributive Education Instructional 

^4ater1als Laboratory, University of Texas at Austin, 1972. 
"Receiving, Checking, Marking Merchandise," International Film Bureau, 1970, 

sound films trip. 
Audio-Visual equipment. 
Prlce-inarklng equipment and supplies. 



GENERAL INSTRUCTIONS ! 

Complete ell perfortoance activities in this unit. Take the unit test. 



PERFORMANCE ACTIVITIES ; 

.01 Receiving Departments and Equipment. 

.02 Marchandlse Handling. 

.03 Discrepancies and Vendor Returns. 

.04 Marking Merchandise. 

.05 Monarch Dlal-A-Pricer. 



Prindpa! Author(s): T. Preston, B. Egan 
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EVALUATION PROCEDURE ; 

Score 80% or better on unit test. Complete the performance test according 
to the criterion on the test. 

FOLLOW-THROUGH ; 

Go to the first assigned LAP. 
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PURCHASE ORDER 




Purch^ Order No. 



Date:^ 

Delivery To: 



J 



OeKvery DGts. 
Ship By: 



UNIT 



QUANTITY 



DESCRIPTION 



UNIT PRICE 



EXTENSION 
AiytOUNT 



TERMS 



Purchtting Agmt 



(Un«o*m DomnHc Straight HMI of Udlna, •dopt.d by Cml«. In OlfkHal 8outh«n. -jl a«»l(tanton lerritortoa 

Msreh 16. 1S22. oi amendwJ August 1. 1S30. pod Jun* 16, 1941.t 

ShIpfMr't No, 



UNIFORM STRAIGHT BILL OF LADING 
(PRESCRIBED BY THE INTBRSTATE C30MMERCE COMMISSION) 
ORIGINAL - NOT NEGOTIABLE 



Aesnt't No. 



COMPANY 



RECEIVED, Subjsct !o the denifiiationi and tariffi in offact on the data of th« tout of thi» BUI of IMa^ 



AT 



.19 



FROM 



^^r^ A.^Ti^ heiow in Aooarant aoMl o«iw. axctpt aa notad (contanta and condition of contana of pwhagn 

« Snfl any p«wn or corpo«tSon In po««lon of th. Prof^on^ u^d^ti^c^^ ^Inju^m^tj^ 

Sd-iaia^r's rra 'i^: -"^^raS^^or.-'^k/^-fr^^ 

SSo^ olrbfick rmrJwf. va^Jch sra he^by ecrwd to by th« i^.i^^pof and tccoptsd for hiimolf and his aoeiora. 



NWI or itr«ot addms of comtQnM * For pufpom of notineotion o«i«v 



Consigned to 

Oostination 

Routs 



Statai 



County of 



Cwlnitisl 



CfirNumtef . 



No. 


Dmnption of Artidos. Sfmisl Mortis and Excoptions 


(SubiGct to 
Correction) 


Qbss or 
Rato 


Check 
Col. 


If this fih(pmant to to bo dsflmod 
to tha omsienaa vv9t^t rocourM 
on tha consignor* tha omiQnor 
shall sign the folkXMlng ststanwnt: 

Tha carrier shall not make 
dalivery of this sMpmant without 
payment of freifht and flif other 
lotwful char9ss. 




















































fSIanatuiW ai CoMianof) 












If charoat are to be prapaid. Mrite 
or stamp here. "To Be Prepaid/' 


































Received j 












to apply in prepayment of the 
charoes on the property described 


































Poor 


NOTE - W 
tli« oomd 

Th# sgreoo 


^i«f^ th9 rat« dopcndwit on valiM. shlp«ksn m re^ulrad to natci «»clfU»lly in writino 
or ctotlorod value o? tTw propony. 

or diadared v««ua of tf>« proptrty H htrrtjy sp«^lflcdly stated by tha •hippor to b« not 


(The signature here ecknowfedgas only 
Cheross advencad: 



Shipper. 



A$OHt 
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Studom: 
Dato: 



9/^/7^ 




UNIT PRETEST: RECEIVING, CHECKING AND MARKING 



27.02.02.01 



1 . Who supervises receiving, checking, and marking operations in the small store? 

a. any employee in the store 

b. receiving clerk 

c. manager 

d. traffic manager 

2. The location of the receiving department should be: 

a . In the front of the store • 

b. easily accessible to the front of the store but also to the carrier . 

c. in the basewient of the store, out of the way. 

d. on the selling floor. 

3. When a store has a warehouse or service center, what goods is usually not 
received there? 

a. lawn supplies 

b. furniture 

c. ready-to-wear items 

d . hardware 

H. In large stores, one of the three general layout arrangements that may be used 
In a receiving department Is: 

a. storing closets. 

b. shelves. 

c. a stationary table layout. 

d. warehouses. 

5. The most practical of all the equipment used In small stores is the: 

a . manual gravity conveyor . 

b . stationary conveyor . 

c . mechanized conveyor . 

d. portable table. 
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27.02.02.02 

6. To whom do you send the completed purchase order? 

a. to the purchasing agent 

b. to the manager for final approval 

c. to the vendor 

d. to the receiving agent 

7. To whom do you mail the invoice? 

a. to the consignee 

b . to the vendor 

c. to the carrier 

d . to the shipping agent 

8. A form that describes the merchandise which the buyer wishes to purchase and 
states the prices and the shipping and billing terms is the: 

a. purchase requisition. 

b . purchase order . 

c. Invoice. 

d. Inventory card. 

9. If it becomes necessary to unpacic merchandise before the invoice arrives, the 
receiving room can: 

a. do nothing. 

b. make a blind invoice. 

c. malte a dummy Invoice. 

d . take a direct check . 

10. Metal band cartons could fly up and out when cut, and the loose ends could 
cause injury, especially to the: 

a. arms. 

b . eyes . 

c . hands . 

d. chest. 

27.02.02.03 

11 . Opening cartons before an invoice arrives can be bad because: 

a . you move the merchandise on the floor to be sold . 

b. there is no way of checking for shortages . 

c. there is no way of marking the merchandise. 

d. there is no way of keeping track of what merchandise is put on the floor. 
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27.02.02.03 (continued) 



12. All shortages, breakages, damages, averages and substitutions should be re- 
ported to the: 

a. vendor. 

b. receiving manager. 

c. shipping manager. 

d. store manager. 

13. If a shipper has used heavy wooden boxes when he should have used corrugated 
boxes, what should be done? 

a . The shipper should be charged back for the difference. 

b. Nothing you can do. 

c. The store has to take the loss . 

d. Refuse the merchandise and send it back. 

14. Which of the below is a copy of the charge-back form? 

a. Invoice. 

b. Waybill. 

c. Bill of lading. 

d. Packing slip. 

15. When goods are returned for repairs, the manager or buyer usually fills out a: 

a. bill of lading. 

b. straight charge-bill. 

c. charge-back form. 

d. memorandum invoice. 

27. 02. 02 04 

16. When a store manager in a small store writes the unit selling price on the ven- 
dor's invoice, it is called: 

a. wholesaling the invoice. 

b. retailing the invoice. 

c. prefixing. 

d. coding. 

17. Ihe standard machine for marking ready-to-wear is the: 

a. gummed label machine. 

b. rubber stamp machine. 

c. string-tag machine. 

d. slip fold. 
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27. 02. 02. on (continued) 

18. The ticket used when Items are frequently returned Is the: 

a. gum ticket. 

b. string ticket. 

c. ring seal ticket. 

d. wedge ticket. 

19. 'In large stores, when a price change occurs In the merchandise, a report Is 
filled out by the: 

a . store manager . 

b . buyer . 

c. general manager. 

d . department supervisor . 

20. The second copy of a report of change In retail price Is sent to the: 

a. supervisor of the department which merchandise is being repriced. 

b . buyer . 

c. stores office. 

d. marking division. 
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(Unit Pretest Answer Key) 



ANSWBR8 
21. 
22. 
23. 
24. 
25. 
28. 
27. 
2B. 
29. 
30. 
31. 
32. 
33. 
34. 
35. 
36. 

37. _ 

38. _ 

39. _ 
40. 
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Laarning Activity Package 



Ostt: _ 



PERFORMANCE ACTIVITY: Recelvlns Departinenta and Equip ment 



OBJECTIVE: 



Identify the purpose of the receiving department and determine the location for a 
receiving area. Also identify the types of equipment used in the receiving areas 
of various stores. 



EVALUATION PRQCEDURE ; 

CoaplAta a etudent-ocorad aultiple-choice objective test. Successful coopletlon 
Is el9ht out of ten Itenss. 

RESOURCES : 

Receiving. Checking, and MarkinR. University of Texas, 1969. 
'^Receiving, Checking, Marking Merchandise," International Film Bureau, 1970* 
sound films trip. 

PROCEDUBE i 

1. Obtain a copy of the text and go to your study area. 

2. View film, "Receiving, Checking, Marking Merchandise". 

3. Read pages 17 through 19 and 20 througji 24. 

A. Study figures 19 through 25 for additional information. 

5. Ansver questions 1, 3, 5, and 7 on page 19 and 1. 2, and A on page 2A on a 
separata shaet of papar. 

6. Turn in answar sheet to instructor. 

7. Uke th« LAP test after completion of LAP 27.02.02.02. Correct all errors. 

8. If auccaaafully coaplatad, continue on to the nest LAP. 



PrinclpaJ Authw^sj: T. Preston. B. Egan 
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TO: 



FROM: 



C(jstpin8i''s Ordfir Number 



QUANTITY 
ORDERED 



DESCRIPTION 
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QUANTITY 
SHIPPED 



QUANTITY 
Back Ordered 



FROM DATE 



WANTED ORDER NO. 

REPLACEMENT EQUIPMENT 



QUANTITY 


UcdLnlrnUii 
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Foremen will not use this space. 
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DATE:. 



CONSIGNED TO: 



DEPARTMENT: 
INVOICE no:: . 



QUANTITY 



STOCK NO. BIN NO 



DESCRIPTION 



WAREHOU SE USE 



Qusntity 



Quantity 



STOCK NUMBER 



DESCRIPTION 



COST 



CURRENT INVENTORY 



STOCK 



DATE 

Stock 
on 

Hand 
On 

Order 



DATE 
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on 
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On 
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Stock 
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On 

Order 
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On 
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on 
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Order 



RECEIVING REPORT 



Thit form hwbe filled out and sent to 1ti6 purcfitsing ijuit thi day ihit mteritt k mM If ttik tmn indicatss i imitl shipmt, i 
imtti mving report should tie prepited Mng mteritls ytttobe rtixiytd on this order. Provide full ptrtlailtrs if w fena/ Is uneatfitsblt 
fvnyiem. 



RscBy 


Shipper 


Shipped By 
(City Only) 


Cvmr 


No. 


ItiintRtt. 


Weijjht 
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OtpL 
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DitiRw, 
























•Riport loi or dontgo iimiMdiattlv to tlx puiciisiitg divnon. 

• Rttiin m\m wd eoM for iispotioiL 
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CREDIT MEMORANDUM 
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Date 
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MEMORANDUM 



TO: 
FROM: 
SUBJECT: 
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n INVOICE 

NO. 



J 



J 



INVOICE DATE 



OUR ORDER NO. 



YOUR ORDER NO. 



TERMS 



SALESMAN 



SHIPPING DATE 



F.O.B. 



CAR OR VEHICLE INITIALS 

PPD. or COLL. 



SHIPPED VIA 



PURCHASE 

REQUtSrriON 

NO. 




8 

if V 



r 



_i 



REaBY: 
DEPT. 
ATTN. OF: 





DATS RBQ. 


OATi WAirrso 


Off^. i>IUI MO. 


SiONATURB-OCPAVmMMT HBAO 


A^RO VAL SIOMATURS 



No. 



Quantity 



Description 



UnHof 



MMch 16, 1022. « •*T»w»d«l Auijtwl 1, 1930, and Jtmc 15. 1941.) 

SMeqw'* No, 



UNIFORM STRAIGHT BILL OF LADING 
(PRESCRIBED BY THE If^TERSTATE COMMERCE COMMISSION) 
ORIGINAL • NOT NEGOTIABLE 



Agani'a No. 



COMPANY 



RECEIVED. SubiBct to th« dmifieatiom and t»riH» in affect onlhodit8 0fthob«u«olthb8«(B« Lading. 



AT 



FROM 



th. Dfooertv detcribod be«ow in taommt good ontor. oxcapi m noMd (coowntt and condition o« 

conifK « n*Mnin9 any fmton of coiporatlon in po«o»ion of itw ProP««VJ«^«»* Jf L^SShlS on ttaTwitVio 

SlSl. ^ biKk v^lch ar. h««t>v .gn«d to by th. ^.ippf and acopt^J for himMlf «>d hi. «»on.. 



or stnet addm of cona(«nM • For purposM of MtifisMtaii ORty 



111 
I 



off 

Ij 



Comi^iMd to 

Dastinttion 

Routa 



Stata of 



. CiHanty ef 



Car imtiaS 



Car Ktimbaf. 



No. 
Packagss 


Datcription of Artidas. Spadal Marks and ExcaptioRS 


*Woight 
(SubiGCt to 
Correction) 


Class Of 
Rate 


Chack 
Col. 





































































































































If this sMfMiiant to to ba <Mh«fad 
to tfM consiorwa without lacouna 
on tha consignor, tha consign 
shall sign tita folkMvIno statamsnt: 

Tha carriar shall not maka 
cMivery of this shipmant without 
payment oi fraight and ill othtc 
lawful charges. 



If chargat ara to ba prapairt. write 
or stamp hara. "To Ba Prapaid." 



NOTE - Whaca tha rata h dapanda^t on valua. thippars ara raquirad to ttata ipadficallv in writing 
tha agraad or dacUrad vaJua of the ^>roparty. 

Tha agraad 6r dodarad valua of tha proparty Is haraby spadflcally ttatad by tha ihippar to ba not 
axeaading Per 



Rocaivad $ 

to apply in prapaymant of tha 
charges on tha proparty daecrifaad 



A9&nfarCmhhf 



(Tho tignatura haca acknowladges only 
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Learning Activity Package 



Osts: 



PERFORMANCE ACTIVITY: Merchandise Handling 



OBJECTIVE t 

Specify the purpose for, and routing of, the major merchandise-handling docu- 
ments. Identify the methods and types of equipment used when checking incoalng 
oerchandiae. 



EVALUATION PBOCEDURE t 

Conplate a fltud«nt-8cor»d multiple-choice objective teat. Successful completion 

is eight out of ten Itesws. 



RESOURCES ; 

Physical Diatribution , Walah, 1969. 

Receiving. Checking and Marking . University of Texas, 1969. 
Blank documents (in file drawer with this LAP sheet) . 



PROCEDURE: 



1. Obtain a copy of the text, Physical DlBtrlbutlon . and go to your study 

2. Read pages 11 through 26. Using the purchase information given at the top 
of pages lA, 15, 20, 21. 22. and 26, complete blank documents provided with 

tills LAP. . 1-1 

3. Neatly answer questions 1 through 8 at the top of page 27 and questions 1» 3, 
5, and 6, at the bottom of page 27 on a separate sheet of paper. 

A. Obtain a copy of the text Receiving. C hecking, and Marking; read pages 37, 
38, Al and A2. ^ ,n 

5. Answer questions 1 through 5 on page 38 and quaatlons 1 through 10 on page 
A2. Use separate sheet of paper. 

6. Upon cosipletloQ, turn In aaawer sheat and docueents to the inatructor. 

8. ' T?k\'^he'*'LAP?est after con^letlon of this LAP and 27.02.02.01. Correct all errors 

9. If auccMBfully coaplated, proceed to next LAP. NOTE: In ord«r to cM(plet« 
cartala docuawite, you isuat m« InfoTBBtioo given on oth«r docuiBents in this 
exercise which were previouaiy completed. 



Principal AuthorW: T. Preston, B. Egan 
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StiMtont: 
D«ti: 



net Cote 

DstihiUtahMl: 



27.02.02.02.A2-2 
8/14/75 



LAP TEST: RECEIVING DEPARTMENT AND EQUIPMENT 
MERCHANDISE HANDLING 



27.02.02.01 

1. Who supervises receiving, checking, and marking operations In the small store? 

a . any employee In the store 

b. receiving clerk 

c. manager 

d. traffic manager 

2. The location of the receiving department should be: 

a . in the front of the store. 

b. easily accessible to the front of the store but also to the carrier. 

c. In the basement of the store, out of the way. 

d. on the selling floor. 

3. In targe stores, one of the three general layout arrangements that may be used In 
a receiving department Is: 

a. storing closets. 

b. shelves. 

c. a stationary table layout. 

d. warehouses. 

^. The most practical of all the equipment used in small stores is the: 

a. manua! gravity conveyor . 

b. stationary table. 

c. mechanized conveyor. 

d . portable table. 

5. When a store has a warehouse or service center, what goods are usually not 
received there? 

a . lawn supplies 

b. furniture 

c . ready-to-wear items 

d . hardware 
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27.02.02.01. A2«'2 

27.02.02.02 . A2-2 



27.02,02.02 

6. To Whom do you send the completed purchase order? 

a. to the purchasing agent 

b. to the manager for final approval 

c. to the receiving agent 

d. to the vendor 

7. To whom will the warehouse manager give the stock requisition? 

a. to the carrier 

b. to the vendor 

c. to the material handler 

d. to the store manager 

8. Where do you send the completed receivii^ report? 

a. to the shipping clerk 

b. to the vendor 

c. to the carrier 

d. to the purchasing agent 

9. What merchandise does not require a quality check? 

a. listed items 

b« branded staple goods 

c. appliances 

d. furniture 

10. You would use a chisel on what type of a carton? 

a. pasteboard cartons. 

b. wired cartons. 

c. taped cartons. 

d. wooden cartons. 
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27.02.02.01 .A2-2 
27.02.02.02.A2-2 



LAP TEST ANSWER KEY: RECEIVING DEPARTMENT AND EQUIPMENT 

MERCHANDISE HANDLING 



LAP 01 1 . c 

2. b 

3. c 

4. d 

5. c 

LAP 02 6. d 

7. c 

8. c 

9. b 
10. d 
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Loamiog Activity Pactcage 



Date: 



PERFORMANCE ACTIVITY: 



Discrepancies and Vendor Returns 



OBJECTIVES: 



Identify the various types of discrepancies and reasons for filing aerchandia* 
discrepancy dains against vendors. 



EVALUATION PROCEDURE ; 

Cosplettt a •tud«»t-BCor«d aultiple-cholce objective test. 
1s eight out of ten 1t«3ns. 



Successful coopletion 



BESOURCBS ; 

Receiving. C heckin g, and Marking . University of Texas, 1972. 
PROCEDURE ; 

1. Obtain a copy of the taxt and go to your study area. 

2. RMd Mfl««» 39-44 and 73-74 In thfi text, f»« , a ^ 
\: 1«. ItS;^ 6 on page 40. I through 4 on page A4. and 1 

throuA 4 on page 75 on a separate sheet of paper. 

4. Upon con.l«tioa, turn in your answer aheet to the instructor. 

5. Actum taxt. 

6. Take the LAP test. Correct all errors. 

7. If auccaasfully coBpleted, continue to next LAP. 



Principal Author(s): T. Preston. B. Egan 
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LAP TEST ANSWER KEY: DISCREPANCIES AND VENDOR RETURNS 



1. b 

2. d 

3. d 

4. b 

5. a 

6. d 

7. a 

8. d 

9. d 

10. b 



o • So 
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Learning Activity Package 



D«t«: 



PERFORMANCE ACTIVIT\ . 



Marking Merchandl^/e 



OBJECTIVE: 



Idntlfy data needed to properly mark merchandise 9 correctly Identify two types 
of price marking equipment and hov each Is used. Determine the usee of various 
types of price tickets and procedures followed when re-marking merchandises. 



EVALUAIIOH PROCEDURE : 

Cooplete a student-scored multiple-choice objective test. Successful co»pI^tl;A 

is eight out of ten itwis. 

RESOURCES : 

Receiving I Checking and Marking , University of Texas, 1969. 



PROCEDURE : 

1. Obtain a copy of the text and go to your study area. 

2. Read pages 49 through 58, and pageiL' 61 throu^ 63. 

3. Neatly answer questions A, 5> and 6 on page 50, 1 througih 5 on pa^e 53» 

1 through 4 on page 58 and 1 through 5 on page 63 on a separate eh^^st of 



4. 
5. 
6. 



pa9«r. 

Tlp^jQ caapletioQ, turn in your answer sheet to the instructor. 
Return text. 

Take the LAP test. Correct all errors. 



Principal Authof(i): T. Preston, B. Egan 
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LAP TEST: MARKING MERCHANDISE 

1. b 

2. a 

3. c 

4. a 

5. d 

6. b 

7. c 

8. a 

9. b 

10. d 
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ca.i>^. 27.0g.O2.O5.A2-O 
D«ta PubHthml: 3/17/7S 



Learning Activity Package 



Date: 



PERFORMANCE ACTIVITY: Monarch D1a1-A-Pricer 



OBJECTIVE : 

Operate a Monarch D1al~A-Pr1cer using a variety of labels, tickets, or tags 
that can be clearly and legibly price marked to Include the various codes 
and prices. 

EVALUATION PPOC€O UR£: 

Evaluation will be on the Performance Test at the Unit level. 
R ESOURCES : 

Operating Instruction Booklet for Monarch Dial-A-Prlcer , Monarch Marking Systewt 
Pitney Bowes, i§72T' 



PROCEDb 

1. Obtain operating Instruction Manual end go to your study frea. 

2. Read pages 2 through 18, and study all illustrations. Practice various prices 
on monairch markinci nvachine and ust various price tickets. 

3. Approach marking rwchine at any time. 

4. Return nfianual . 

5. Take the Unit Performance Test. 

6. If successfully completed, ask Instructor for each unit test. 

7. Upon completion, ask instructor^ tc schedule the course test at the Testing 
Center. 



Principal Authorfs): T. Prf vtori, B. Egan 
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UNIT TEST ANSWER SHEET 
(Unit Post Test Answer Key) 

Occupatlcaial Asm: 



ANSWERS 

27.02.02.01 c 21. « 

8 2. c 32. 42 

I 3. c 23. 43 

4. d 24. 44 

I 

■ 5. a 25. 45 

J. 02. 02. 02 6. c 26. 46 

7. c 27. 47 

" 8. s 28. 4S 

H 9. c 29. 49 

_j 10. b 30. SO 

JP.02.02.03 n. b 31. 51 

^ 12. d 32. 52 

- :.3. c 33. 53 

14. d 34. 54 

I 15. d 35. 55 

||. 02. 02. 04 16. d 36. _^ 56 

17. a 37. 57 

I 18. c 38. 58 

g 19. fc> 3fi. 59 

10. b 40. BO 

34 




Oms: 



Family Pay Number: 



tt.p.^ 27.02.02.0C.A1«S 



Sex: M F (Circle 1) 



UNIT PERFORMANCE TEST: RECEIVING, CHECKING, AND MARKING 

(MONARCH DIAL-A-PRICER #23) 



OBJEaiVES : 

The student will be able to perform the following on the Monarch Dlal-A-Prlcer #23: 

|1) Set printing head. 

2) Load roll gum labels 

3) Load string labels 

4) Load pin tickets 

i|5) Adjust printing Impression and printing band tension. 



TASK: 



The student will be asked to set printing bands for date, cost code, and price 
as stated by Instructor, as well as print 15 gummed labels, 12 string tickets, 
and 12 pin tickets. The student will set printing Impression adjustment and 
printing band tension adjustment. 



ASSIGNMENT: 



CONDITIONS : 

The student will not use any references. The student may not receive any assistance 
from the Instructor or other students. He must use only those resources provided. 



RESOURCES ; 

Monarch Dial-A-Pricer Model #23 
Gun labels 
String labels 
Pin tickets 




RteCada, 27»02.02«00.Al-5 
Sex: H F (Circle 1) 



OVERALL PERFORMANCE: Satisfactory Unsatisfactory 



CRITERION 





Met 


Not Met 


Objective 1.' 






1. Set printing head for correct date. 






Criterion: Assigned date appears when used. 






2. Set printing head for correct cost code. 






Criterion: Assigned cost code appears when used. 






3. Set printing head for correct price. 






Criterion: Assigned price appears when used. 






Objective 2: 






4. Correctly load gm tickets. 






Criterion: Gum tickets loaded as per manufacturer's 






specifications. 






5. Correctly set date. 






6. Correctly set cost code. 






7. Correctly set price. 






8. Print gum tickets. 
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(Checklist continued) 

CRITERION 





Met 


Not Met 


Criterion: Tickets have assigned date, cost code, and price 






and 15 tickets are printed correctly. 






Objective 3: 






9. Correctly load string tickets. 






Criterion: Loaded as per manufacturer's specifications. 






10. Correctly set date. 






n. Correctly set cost code. 






12. Correctly set price. 






13. Print string tickets. 






Criterion: Assigned date, cost code, and price are printed 






correctly on 12 tickets. 






OBJECTIVE $: 






14. Correctly load pin tickets. 






Criterion: Loaded as per manufacturer's specifications. 






15. Correctly set date. 







16. Correctly set cost code. 






17. Correctly set price* 






18. Print pin tickets. 






Criterion: Assigned date, cost code, and price are printed 






correctly on 12 pin tickets. 







87 

o 

ERIC 



Page44 27.02.02.00.A1-5 



(Checklist continued) 

CRITERION 

Met Not Met 



Objective 5: 






19. Correctly set printing Impression fidjustment. 






20. Correctly set printing band tension adjustment. 






Criterion: Sample label will be printed and inspected for 






proper adjustments. 












The student must get a score of satisfactory on 17/20 line 






items to get an overall score of satisfactory. 
























, 




' 


, 
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LAP TEST: DISCREPANCIES AND VENDOR RETURNS 



1 . Openir^ cartons before an invoice arrives can be bad because: 

a. you move the mercliandise on the floor to be sold. 

b. there is no way of checking for shortages, 

c. there is no way of marking the merchandise. 

d . there is no way of keeping track of what merchandise Is put on the floor . 

2. What package should the checking room open first when a bunch come in? 

a. It doesn't maW.er which one is opened first. 

b. The largest one, 

c. The smallest one, 

d . The one with the packing slip enclosed . 

3. All shortages, breakages, damages, averages and substitutions should be re- 
ported to the: 

a. vendor. 

b. receiving manager. 

c. shipping manager. 

d. store manager . 

*. If a shipment of goods is shipped by freight and there is a shortage, claims for 
the shortage would first go to the: 

a. carrier » 

b. shipper. 

c. consignee. 

d . anyone of the three. 

5, If a shipper has used heavy wooden boxes when he should have used corrugated 

tK>xes, what should be done? 

a . The shipper should be charged back for the difference. 

b. Nothing you can do. 

c. The store has to take the loss. 

d. Refuse the merchandise and send It back. 
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6. How Is a claim for shortages of goods prepared? 

a. From the waybill. 

b. From the bill of lading. 

c. From the packing slip. 

d. From the Invoice. 

7. In large stores, claims are filed In the: 

a. traffic office. 

b. manager's office. 

c. shipping office. 

d. checking office. 

8. Which of the below Is a copy of the charge-back form? 

a. Invoice. 

b. Waybill. 

c. Bill of lading. 

d. Packing slip. 

9 . When goods aro returnee* '^r repairs, the manager or buyer usually fills out a: 

a. bill of lading. 

b . straight charge-bill . 

c. charge-back form. 

d. mennorandum invoice. 

10. Before using a container that has baen used from a previous shipment, you check: 

a. for the correct tape to bind it. 

b. for elimination of old shipping marks. 

c to see If the shipper will haul the kind of a box. 

d to be sure that the Invoice is in with the returning merchandise. 
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LAP TEST: ftA/iRKINC MERCHANDISE 

1 . When a store manager in a small store writes the unit E«lllno price on the vendor's 
invoice, it Is called: 

a. wholesaling the Invoice. 

b. retailing the invoice. 

c. prefixing. 

d. coding. 

2 . Whan using the code of "Money Talks" , what is the price of T N Y?: 

a. $6.35 

b. $5.63 

c. $5.36 

d. $1.35 

3 . One type of rubber stamp is: 

a . squared . 

b. raised. 

c . band . 

d . eggcKJ . 

4. A type of rubber stamp adaptable for marking a variety of merchandise Is: 

a. band. 

b. block. 

c. squared. 

d. raised. 

5. The Ideal ticket for marking shirts. Jackets, suits, and other garm«nts Is the: 

a. ring seal ticket. 

b. wedge ticket. 

c. pin ticket. 

d. button ticket. 

6. The ticket used when items are frequently returned is the. 

a. gum ticket. 

b. string ticket. 

c. ring seal ticket. 

d. wedge ticket. 
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7 . Merchandise which requires a sturdy ticket would use a: 

a. hole ticket. 

b. gum ticket. 

c. pin ticket. 

d. string ticket. 

8. Which Item below Is not a reason for remarking merchandise? 

a. When merchandise Is moved on the selling floor. 

b. Rteturned merchandise. 

c. Markdowns. 

d. Markups. 

9. A report of change of retaH price has: 

a . two copies . 

b. three copies. 

c. four copies. 

d. five copies. 

10. The second copy of a report of change 5n retail prlr^ Is sent to the: 

a . supervisor of the department which merchandise 5s being repriced. 

b. buyer. 

c. stores offlco. 

d. marking fClvlslon. 
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UNIT POST TEST: RECEIVING, CHECKING AND MARKING 



2 7,02.02.01 

1 . Who supervises receiving, checking, and marking operations in the small 
stores? 

a* any employee In the store 

b. receiving clerk 

c. manager 

d. traffic manager 

2. Who does not supervise receiving, checking, and marking operations in a large 
store? 

a. traffic manager 
b receiving clerk 

c. manager 

d. receiving sup*'«'intendent 

3. When a store has a warehouse or service center, what goods is usually not re- 
ceived there? 

a* lawn supplies 

b. furniture 

c. ready-to-wear items 

d. hardware 

ft. Tt» r«©«t practical c>T all the equipment used in small stores Is the: 

a . r anual gravity conveyor . 

b. stationary table. 

c. mechanized conveyor, 
d* portable table. 

5. To move merchandise In between floors In Jarge stores what Is used? 

a. vertical lifts 

b . elevators 

c. gravity chutes 

d. gravity conveyors 
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2 7.02.0^-02 

6 . To whom do you send the completed purchase order? 

a . to the purchasing agent 

b. to the manager for final approval 

c. to the vendor 

d . to the receiving agent 

7. To whom will the warehouse manager give the stock requisition? 

a. to the carrier 

b . to the vendor 

c. to the material handler 

d . to the store manager 

8. To whom do you malJ the Invoice? 

a. to the consignee 

b . to the vendor 

c. to the carrier 

d. to the shipping agent 

9. If It becomes necessary to unpack merchandise before the Invoice arrives, the 
receiving room can: 

a . do nothing. 

b. uaake a blind invoice. 

c. make a dummy Invoice. 

d. take a direct check. 

10. Muta\ band cartons could fly up and out when cut, and the loose ends could cause 
injury, especially to the: 

a. arms. 

b . eyes . 

c. hands. 

d. chest. 

27.02.02.03 

11 . Opening cartons before an invoice arrives can be bad because: 

a. you move the n^erchandise on the floor to be sold. 

b. there Is no way of checking for shortages. 

c. there Is no way of marking the merchandise. 

d . there Is no way of keeping track of what nrierchandise is put on th^ floor . 
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27.02.02.03 (continued) 

12. What package snould the checking room open first when a bunch come In? 

a. It doesn't matter which on<?i Is opened first. 

b. The largest one. 

c. The smallest one. 

d. The one with the packing slip enclosed. 

13. If indications are that missing goods were lost In-transit, a cLlro should ba made 
against the: 

a. shippei . 

b . vendor . 

c. carrier. 

d. consignee. 

^ti. How is a claim for shortages of goods prepared? 

a. From the waybill. 

b. From the bill of lading. 

c. From the packing slip. 

d. From the Invoice. 

15. Which of the below Is a copy of the charge-ba<:k form? 

a. Invoice. 

b. Waybill. , 

c. Bill of lading. 

d. Packing slip. 

27.02.02.04 

16. What infor mation below Is not used on outer ready-to-wear? 

a. Price. 

b. Color. 

c. Size. 

d. Style. 

17. How many general types of rubber stamps are there In use? 

a. Two. 

b. Six. 

c. Four. 

d. Five. 
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27.02,02,04 (continued) 

18. The ticket used on pair Items is the: 

a. folding pin ticket. 

b. gum ticket. 

c. hole ticket. 

d. ring seal ticket. 

19. The ticket used when items are frequently returned is the: 

a. gum ticket. 

b. string ticket. 

c. ring seal ticket. 

d. wedge ticket. 

20. In large stores, when a price change occurs in the merchandise, a report is 
filled out by the: 

a. store manager. 

b . buyer . 

c. general manager. 

d. department supervisor. 
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T ,Jg^ UNIT: STOCKKEEPiW^ 



RATIONALE i 

MerchandlPii smat be properly stored, protected, and accouated for. Thia helpa 
prevent loaeas to a biialness resulting from theft, fire, and dasag*. It aleo 
makea the marchcndlae readily available to the sales floor. 

PREREQUISITES ; 

Unit .02 of this course (Hecoivins, CSiecklng, and Marking) 
OBJECTIVE ; 

Identify th« juethods of storing, protecting, and accounting for B»rchami1i.j 
In ?i stockreoia. 



RESOURCES ; 

Stockkeeping . Distributive Education Instructicnal Materials Laboratory, ^var- 
slty of Texas at Austin, 1969. 

^NERAL INSTKHCTIOHS ; 

CotEplete all performance activities in this unit. Take the unit test. 
PERFORMANCE ACTIVITIES ; 

.01 Functions and Physical Characteristics of Stockkeeping. 
.02 Arrangement and Protection of Merchandise. 
.03 Stock Control Systems 

SVALUATKW PROCEDURE : 

Score 90% or better on the unit test. 



Go to the first assigned LAP. 
Principal Aut6»or(8): T. Preston, B. Bgan 
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&S«»^&«lo-PUina K<aucai8on Ik 
fttwam. Inc. 
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UNIT: Bi^IC HUMili RELATIONS 



BAIIOHALEt 



There is a great deal of person- cO-person conCact In most aarketing occupationa. 
Therefore, success in marketing greatly depends upon the way a person In a nat- 
ketlng occupation gets along with people. 

PHEKEQUISITES : 

Comiaunl cation Skills at Level E. 
OBJECTIVE ; 

Identify the factors which proEOte good husion relatioas in laarkotlng occupa- 
tions. Apply the factors which proaaote good huaan relation in a role-plffyl«^ 
situation. 

RESOURCES t 

Psychology and Hunan Relations in Marketing. Itoaald D. Hlseroat, Gregg Diviision, 
McGraw-Blll Book Co., 1969. 

GENERAL INSTEPCTIOigS ; 

Complete all performance activities in this unit. Take the unit post test 
upon conapletlon of »03. 

PEBPORMANCE ACTIVITIES ; 

.01 Business Human Relations. 

,02 Personal Traits Needed in Marketing. 

.03 Marketing Attitudes. 

EVALUATION PROCEDURE ; 

Complete an instructor-scored rauUi pie-choice test with 801 accuracy. 
Complete the performance test according to the criteria on the test. 



FOLLOW-THROUGH; 



Go to the first assigned LAP. 
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UN!T PRETEST: STOCKKEEPJNG 



27.02.03.01 



2. 



3. 



4. 



The term that refers to the handling of merchandise wUhin the store and fnovlng 

it fronr; one place to another as ne^^ed is: 

a. storkkeeplng. 

b. marking. 

c. receiving. 

d. shipping. 

The buyer has the merchandise quality checked: 

a. to see If the shipment of Stems comes up to specifications and descripticm 
agreed upon. 

b. to see If the shipment received is the same amount as the shipment ordered. 

c. to see if the sizes, colors, and styles were shipped In the same amount as 
was ordered . 

d. to help when deciding where incoming merchandise 8s to be stored. 
A centralized stockroom: 

a. has just one room to stock the entire stock. 

b. is in the center of the store. 

c. has a number of small rooms outside of the store. 

d . has two rooms for stock, one in the basement and one on the top floor. 
A desirable width for stock aisles is: 

a. 40 inches. 

b. 30 inches. 

c. 20 inches. 

d. 60 inches. 

The main types of stockroom fixtures in a storeroom are the: 

a. pins and racks. 

b. conveyors and elevators. 

c. trucks and dollies. 

d. hand tools . 
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27 .02.03.02 

6. The location of the fast moving items is: 

a. In the departrrsem that it belongs in on the selling floor. 

b. on the top shelves. 

c. in movable baskets and tables. 

d. in the lower lines or near the aSsles. 

7. Space in a stockroom is mosc efficiently used with: 

a. movable lines, 

b. stationary tables. 

c. adjustaoie shelves. 

d. trucks and dollies. 

8. Wire barriers are good defences against theft and they also: 

a . don't have to be locked all of the time because you can see into the compare 
ment. 

b. can be broken down in case of a fire. 

c. allow air to circulate and allow light to the storage compartments. 

d. will not minimize pilferage. 

9. The most important rule to keep in mind when lifting Is to: 

a. use leg muscles. 

b. use back muscles. 

c. use arm muscles. 

d. use arm and back muscles. 

10. How high should a person load a wheeler? 

a. No farther than a person can reach. 

b. Shoulder level. 

c. Four feet. 

d. Not over seven feet for clearance. 
27.02.03,03 

11 . The type of stock control which does not necessarily concern itself with units 
of merchandise Is: 

a . Unit Stock Control . 

b . Do\ lar Stock Control . 

c. Fashion Stock Control. 

d. "Seventh Merchandising Sense" . 
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27.02>03.03 (continued) 

12 . How many general types of work control are there? 

a . Twenty . 

b . Two . 

c. Fifteen* 

d. Five. 

13. The object of the control that points out slow-moving lines or Items is the: 

a. control by supervision. 

b. dissection or classification. 

c. periodic Inventory and sales analysis. 

d. controls based on model or basic stocks . 

Most stores take a physical Inventory of the merchandise in stock at least: 

a. once a year. 

b. four times a year. 

c. twice J year. 

d. three times a year. 

15. The system which will not detect stock shortages Is: 

a. dissection or classification of a department. 

b. periodic inventory and sales analysis. 

c. method based on the use of duplicate tick^ats. 

d. method based on the use of duplicate requisitions. 
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OccupatictaQl A7ea: 
Pile Code: 
Name: 



UNIT TBST ANSWER SHBBT 
(Unit Pretest Answer Key) 



ANSWERS 

02.03.01 t. c 21. 



2. a _ 22. 

3- a 23. 

4- a 24. 

5- d 28. 

02.03.02 6. d 26. 

7. c 27. 



42. 

44. 

4S. 
48. 



8. c 2«. 4 

9- ^ 28. Stf, 

10. b 30. 50. 

.02 03.03 11. b 31. 51 

12. d 32. 52. 

13. c 33. ___ 53 

14. c 34. 54, 

15. a 35. 55. 

16. 36. 56. 

17. 37. 57. 

18. 38. 58. 

19. 39. 59. 

?0. 40. 60. 
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Identify the major functions of stocklceep1ng» define the two major t;ypes 

of stockroom » and Identify the factors to be considered In planning a stockroon. 

EVALliATIOW PBOCEPSng t 

Cosplete a 8t^Ad0nt-^3corad fisultiple-cholce objective test. Successful cosQpletlon 
Is e1yht out of ten IteRis. 



BESOtfRCBS : 

Stockkeeplng .. Ifalversity of Toxas^ 1969. 



PBOCKDUHE : 

1. Obtain a copy of the test» and go to your study area. 

2. Read pages 83 through 86 » pages 89 throu^ 90 and 91 throu^ 101. 

3. For additional Information, study the table on page 97 and thfi illustratlooe 
ou page ICQ. 

4. Neatly answer questions 1, 2, and 3 on page 87, questions 1 and 2 on page 90 
and questions 1, 3, 4, 5, and 8 on page 101 on a separate sheet of paper. 

5. T^QSi^ in your ansver sheet to the instructor. 

6. Sifttum text. 

7. Ta ke the LAP test. Correct all errors. 

8. If successfully coapleted, continue to next LAP* 



Principal AuthoHs): T. Preston, B. Egan 
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STOCKKEEPINC 



1 . The term that refers to the handSIng of merchandise within the store and moving; 
it from one place to another as needed is: 

a. stocklceeping. 

b. marking. 

c. receiving. 

d. shipping. 

2. A person has an opportunity to learn more facts about merchandise than any 
other work in the store by working as a: 

a . stock person . 

b. supervisor. 

c. salesperson. 

d . manager . 

3. The bu^'er has the merchandise quality checked: 

a . to see if the shipment of items comes up to specifications and descripti<») 
agreed upon. 

b. to see if the shipment received is the same amount as the shipment ordered. 

c. to see if the sizes, colors, and styles were shipped In the same amount as 
was ordered . 

d. to help when deciding where incoming merchandise is to b? stored, 

4. One type of outfiow of merchandise that the buyer supervises and authorizes is: 

a. transfer of goods to another department for selling. 

b. fast moving goods. 

c. reserve stock. 

d . warehouse stock . 

5. Which one of the below items Is not p^'-t of a routine physical Inventory? 

a. Monthly physical inventoL'y. 

b. Quarterly physical inventory. 

c. Annual physical Inventory. 

d. Semi-annual physical inventory. 
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6. When a stockroom Is located In a small room along the outside walls of the stcre^^ 
this is called: 

a . a decentra 1 1 zed stockroom « 

b. a centralized stockroom. 

c. a receiving stockroom. 

d. a marking stockroom.. 

1 . A centralized stockroom: 

a . has just one room to stock the entire stock. 

b. Is in the center of the store. 

c. has a number of sirall rooms outside of the store. 

d . has two rooms for stock, one In the basement and one on the top floor. 

8. A desirable width for stock aisSes is: 

a . W inches, 

b. 30 inches. 

c. 20 Inches. 

d. 60 inches. 

9. The types of fixtures that allow the best possible use of vertical space ar^j th©: 

a . adjustable shelves . 

b. tables. 

c. dollies. 

d. conveyors. 

10. Th«si main types of stockroom fixtures In a storeroom are the: 

a . bins and racks. 

b. conveyors and elevators. 

c. trucks and dollies. 

d. hand tools. 
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LAP TEST ANSWER KEY: FUNCTIONS AND PHYSICAL CHAPje»«CTERESTICS 

OF STOCKKEEPING 



1. a 

2. a 

3. a 

4. a 

5. a 

6. a 

7. a 

8. a 

9. a 

10. a 



ERIC 




27 02>03>02.ja^ 

yn/n 



PE^FORR/iANCE ACTIVITY: Arrangement and Protecfcioa of Merchc^dlge 



ttecognize vsricMis w^s in which sserchandls^ can b$ arranged In a stockroom^ B6 
s^ar9 of hazards that causes ddm^^ to merchandise and prot^tlon agaisust 
theft. Identify general rules for stockroora safety. 

EVALUAIIOH PBOCEDURE ; 

CGsqplot^ a st^Mlimt'-oco^^d es»Bltipl^-choice objective test« Succeeeful coss^le^ioa 
is eight out of ten Stm&. 



BESOUBCES: 



Stockkaeplngy University of Tex&3» 197S« 



PROCEDDBE : 

1. Obtain a copy of tha text and go to yo^r study area* 

2. Read pages 103 throu^ 110, pages 129 througjti 133^ and pages 135 throu^ 142a 
3* Neatly answer questions 4» 5» 7 and 9 on page 111» questions 1 through h on 

page 134 on a separate sheet of paper. 

4. Neatly ansver the following questions on a^separate sheet of paper. 

a. List the five basic rules for handling frei^t. 

b. List the rules to be followed when using tools to unpack u^rchandise* 

5. Turn in your answer sheet to the instructor « 

6. Batum text. 

7. Take LAP test after completion of this LAP and LA? 27.02.03.03. 



Principal Authorfs): T. Preston^ B. Egan 




Learning Activity Pacicage 



PERFORi^ANCE ACTIVITY: Stock Control Syatena 



OBJBCTIVB t 

Itefiz^ 0tock coQtrol and Identify the tvo major types of stock coaAtrol. D»acr&b« 
the five general typea of stock control systesss. 

EVALPATIOH PBOCEDURB ; 

Cosqiletfi a dtudoat-e cored milt iple- choice objective test» Succeesfial coa^lotiea 
Is eight oyt of ten itms. 



BESOUaCKS : 

Stockkceping , University of Texaae 1972 • 



PBOCEDDBB t 

1. Obtttin a copy of the test md go to your study area. 

2. Baad pageo 61 through 62. Head pages 75 through 81. 

3. Neatly ansver queations 1» 2p and 4 on page 62, then answer question 1 oci 
page 81, on a separate sheet of paper. 

4* txssrsx 1a your ssusver shm^t to the instructor. 

5. B^ung te3sto 

6. Take LAP test after completing this LAP and LAP 27.02.03.02 ^'Arrange^stent 

ProtQCtfon of Merchandise. 
7^ If successfully completed » ask Instructor for unit test. 
8. If successfully cosnpleted^ ask Instructor to schedule for course test in 
the T^«t1ng Center. 



Princif^ AuthQ7(s): T. Preston, B. Egan 
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LAP TEST: ARRANGEMENT AMD PROTECTION OF MERCHAI^DISE/ 
STOCK CONTROL SYSTEMS 



27^02.03.02 

1 . The location of the fast moving Items Is: 

a . In the department that It belongs In on the selling floor- 

b . on the top shelves . 

c. in movable baskets and tables. 

d. in the lower lines or near the aisles. 

2. When merchandise Is arranged In a vertical arrangement, the smallest site H: 

a . It really doesn't matter just so long as the goods are of the same c|WttHty. 

b. at the top. 

c. starting at the middle and goes down. 

d. at the bottom. 

3. Which type of goods will be more easily damaged from light? 

a . Dry goods . 

b. Staple goods. 

c. Household linens. 

d . Ready-to- wea r goods . 

4. The most important rule to keep In mind when lifting is to: 

a. use leg muscles. 

b. use back muscles. 

c. use arm muscles. 

d. use arm and back muscles. 

5. When using a knife or razor blade, how would you handle It to be more safety 
conscious? 

a. Be sure that the knife blade Is not too sharp, so if you do slip ^/sti ^fHjr- 
self, it won't be too bad. 

b. Use another tool Instead of the knife or razor blade. 

c. Cut by drawing the knSfe toward you. 

d. Cut with the sharp edge away from you. 
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27.02.03.03 

6. The type of stock control which does not necessarily concern ISself with unlt» of 
merchandise is: 

a. Unit Stock Control. 

b. Dollar Stock Control. 

c . Fashion Stock Control . 

d . "Seventh Merchandising Sense" . 

7. The relationship between stocks and sales In dollar stock control is usually 
checked at: 

a. semi-annual intervals. 

b. monthly Intervals. 

c. annual intervals. 

d. weekly intervals. 

8. The object of the control that points out slow-moving Sines or items is the: 

a. control by supervision. 

b . dissection or classification . 

c. periodic inventory and sales analysis. 

d. controls based on model or basic stocks. 

9. Most stores take a physical Inventory of the merchandise In slock at least: 

a. once a year. 

b. four times a year. 

c. twice a year. 

d. three times a year. 

10. The system jvhich will not detect stock shortages is: 

a. dissection or classification of a department. 

b. periodic inventory and sales analysis. 

c . method based on the use of duplicate tickets. 

d. method based on the use of duplicate requisitions. 
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LAP TEST ANSWER KEY: ARRANGEMENT AND PROTECTION OF MERCHANDtSE/ 

STOCK CONTROL SYSTEMS 



1. d 

2. d 

3. d 

4. a 

5. d 

6. b 

7. b 

8. c 

9. C 
10. a 
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ANSWERS 



.02.03.01 1. c 21. ^ 

2- a 22. 

3. a 23. 

4- a 24. M 

5. a 25. 

.02.03,02 8. c 26. %^ 

7. a 27. «y 

8. c 28. m 

9. a 28. «3 

10. b 30. S0 

.02.03.03 11. b 31. IS 

12. d 32. 52 

13. c 33. 53 

14. c 34. 54 

15. c 35. 55 

16. 36. SS 

17. 37. 57 

18. 38. 56 

19. 36. SS 

20. 40. 60 
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UNIT POST TEST: STOCKKEEPING 



27.02.03.01 

1 . The term that refers to the handling of merchandise within the store and moving 
it from one place to another as needed Is: 

a. stockkeeping. 

b. marking. 

c. receiving. 

d. shipping • 

2. The buyer has the merchandise quality checked: 

a . to see If the shipment of items comes up to specifications and descriptton 
agreed upon. 

b. to see If the shipment received is the same amount a$ the shipment ordered. 

c. to see If the sizes, colors, and styles were shipped In the «a«ne amoimt as 
was ordered . 

d. to help when deciding where Incoming merchandise Is to be stored. 

3. A centralized stockroom: 

a . has just one room to stock the entire stock. 

b. is in the center of the store. 

c. has a number of small rooms outside of the store. 

d . has two rooms for stock, one in the basement and one on the top floor. 

4. A desirable width for stock aisles Is: 

a. 40 Inches. 

b. 30 inches* 

c. 20 Inches. 

d. 60 inches. 

5. The types of fixtures that allow the best possible use of vertical space are the: 

a . adjustable shelves . 

b. tables. 

c. dollies. 

d» conveyors. 
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6. Space In a stockroom is most efficiently used with: 

a. movable lines. 

b. stationary tables. 

c. adjustable shelves. 

d. trucks and doilies. 

7. Departmentalized arrangement of stock Is: 

a . the arrangement of stock Into departments. 

b. classifying merchandise in groups. 

c. arranging merchandise according to stock numbers. 

d. stocking merchandise on top of one another but only for one type of mer- 
chandise. 

8. Wire barriers are good defenses against theft and they also: 

a. don't have to be locked all of the time because you can see Into the ccwwpart- 
ment. 

b. can be broken down In case of a fire. 

c. allow air to circulate and allow light to the storage compartments. 

d. will not minimize pilferage. 

9. The most important rule to keep In mind when lifting Is to: 

a. use leg muscles. 

b. use back muscles. 

c. use arm muscles. 

d. use arm and back muscles. 

10. How high should a person load a wheeler? 

a. No farther than a person can reach. 

b. Shoukler level. 

c. Four feet. 

d. Not over seven feet for clearance. 
27.02.03.03 

11 . The type of stock control which does not necessarily concern itself with units 
of merchandise is: 

a. Unit Stock Control. 

b. Dollar Stock Control. 

c. Fashion Stock Control. 

d . "Seventh Merchandising Sense" . 



EKLC 



Page 3 



27.02.03.00.B2-2 



27.02.03.03 (conJinued) 

12. How many general types of work control are there? 

a . Twenty . 

b. Two. 

c. Fifteen. 

d. Five. 

13. The object of the control that points out slow-moving lines or items Is thst: 

a. control by supervision. 

b. dissection or classification. 

c. periodic inventory and sales analysis. 

d. controls based on model or basic stocks. 

14. IWost stores tal<e a physical inventory of the merchandise in stoci* at least: 

a. once a year. 

b. four times a year. 

c. twice a year. 

d. three times a year. 

15. The method that differs from all others of stock control In that it endeavors to 
trace each piece of merchandise and record the successive steps in its handling 
from the time the order is placed until the order is sold is: 

a. sales analysis stock control. 

b. model or tjasic stock control. 

c. unit control. 

d. dissection or classification control. 
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